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The course introduction is an opportunity to get to know the others 

who are attending class, as well as to agree on classroom courtesy.  

The Instructor will inform you about the building facilities and when 

breaks will occur.

Please make sure you receive the credit you deserve for attending 

class by signing the attendance sheet.
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There are several pre-requisites that you must take before attending 

this course.  Attending these pre-requisites ensures that you are 

adequately prepared with the new processes, concepts, and terms 

that are needed for successful completion of the Advanced Create 

and Maintain Employee Data course.

BC100, BC110 and PA200 are self-paced web courses that you can 

take at anytime.

PA210 is taught both virtually or as an instructor-led class.

PA310 is an instructor-led class.

PA313 is taken in the Virtual Classroom.
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The OSC HR/ Payroll training program comprises several courses and 

different modules.  Based on your HR role you will attend courses in 

the Personnel Administration module.
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Within the Personnel Administration module, there are several 

courses. Your position determines which courses you may be required 

to attend.
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The Leave of Absence Student‘s Guide provides a copy of the 

PowerPoint presentation used in the classroom training.  You will 

observe that space is available for you to write notes.   You can use the 

guide as a reference when you return to the workplace.   For example, 

you can use the exercises for practicing in the OSC HR/Payroll SAP 

training environment.

You may also find it useful to take the Employee Self-Service and 

Manager Self-Service courses, although they are not required for the PA 

curriculum.  They are, however, mandatory for other requirements.
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This lesson focuses on the process and infotypes that are applicable to 

all Leave of Absence Actions. 
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PA 310 – Create and Maintain Employee Data

As discussed in the PA Terms, Concepts and Display Data course, the 

life cycle of an employee comprises many different events. OSC 

HR/Payroll SAP defines those events as a specific infotype called 

Actions (0000).  Actions for the State of North Carolina are shown 

above.  New Actions that were not part of the PMIS system include: 

Investigatory, Separation Pay Continuation, Quick Entry, and LOA 

(Leave of Absence).  Observe there is no longer a separate LWOP 

Action. LOA replaces LWOP.

An Action combines logically related infotypes into one infogroup.  The 

infotypes in the infogroup are sequentially arranged and automatically 

display.  This helps to simplify the data entry for the Action.  You don‘t 

have to remember whether a particular infotype should be included—

OSC HR/Payroll SAP automatically includes the infotypes that are 

associated with a particular Action. Depending upon the employee‘s 

specific data, you may not need to enter data on each of the infotypes 

presented in the Action.
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There is only one Action – Leave of Absence in OSC HR/Payroll SAP. 

That one action is used for both leave with pay and without pay (in the 

previous system there were two separate actions). The combination of the 

Action/reason and data entered on the infotypes indicate to OSC 

HR/Payroll SAP whether to pay the employee or not. 

In OSC HR/Payroll SAP, an employee out on leave of absence, both paid 

and unpaid, is still active in the system (the employee is not in withdrawn 

status). Time, benefits, payroll, State Service and longevity are 

programmed to act in specific ways depending upon the entries made on 

the Action/reason and the infotypes that are part of the Action.

OSC HR/Payroll SAP is designed for one person, usually Personnel (PA) 

Administration, to be responsible for time entry for an employee on leave 

of absence. However, while it is a best practice that time is entered in PA, 

each agency can make an agency-wide (not individual user) decision that 

time is entered by the Time Administrator when the employee is on LOA. 

Regardless of which decision the agency makes (entered by PA or Time), 

it should be remembered that:

• An employee should make no time entries while on LOA. The entries 

are to be made only by the agency (either PA or Time).

• Under no circumstances should code 9500 (time worked) be entered 

when an employee is on LOA. An employee should not be on leave 

and also be working.
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Before processing any type of Leave of Absence (LOA) use the above 

checklist.

Actions

View Actions to verify that the employee has a hire date and is in a status 

that qualifies him or her for leave. 

CATS_DA

All time prior to LOA must be entered, released and approved before an 

employee goes out on leave. After the LOA Action has been entered, the 

employee should not be entering and releasing time. It is especially 

important for time to be entered, released and approved if the employee 

plans to use any leave accruals while out on LOA.

PT50

If the employee has indicated a certain type of leave usage while on LOA, 

use this transaction to verify that enough of that leave type is available to 

use.

Benefits

The Benefits Representative will have to take certain steps to 

communicate with the employee who is going out on leave, especially 

unpaid leave. Be sure to inform the Benefits Representative when an 

employee is out on LOA (more about Benefits in a subsequent lesson).
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A Leave of Absence occurs when an employee is out of work on paid or 

unpaid leave.  You will observe there is only one LOA Action with no 

indication about whether it is paid or unpaid (LOA replaces LWOP).  To aid in 

tracking employee leave activities, OSC HR/Payroll has added more LOA 

reasons than the previous system had, especially for Worker‘s 

Compensation (WC) and Military.

Reasons associated with the LOA Action

• FMLA

• Family Illness Leave

• Reserve Active Duty (30 days)

• Reserve Active Duty (Lump  

Sum)

• WC LOA w/supplement

• WC LEO Continuation Pay

• Injury Leave

• S/T Disability 60-Day w/Period

• Short-Term Disability Extended

• Other

• Reserve Active Duty

• Extended Military

• Parental (not FMLA)

• Extended Illness

• Reserve Active Duty (Leave)

• WC 7 Day Waiting Period

• WC Leave of Absence

• WC Correctional Off (Custody)

• Education

• Short-Term Disability Regular

• Short-Term Disability (Lump Sum)

• Emergency Layoff

• Short-Term Disability (Leave)
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NOTE: The agency can determine whether or not an employee is placed on 

LOA with pay to track long-term leave usage for available approved leave 

(for example, an employee is using vacation for 4 weeks). In this case, using 

the LOA reason ―other‖ would be applicable.
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Although the reasons are shown in SAP in a list, you can mentally group 

them into four categories as illustrated above.

Short-term disability is not discussed in this course.  It is covered in a 

separate course entitled PA370 Short-Term Disability.

Time/Leave Administration and FMLA

It is very important for HR to enter the LOA Action before the Time/Leave 

Administrator enters the event into the FMLA Workbench. The LOA Action is 

not automatically connected to the FMLA Workbench; therefore, HR should 

coordinate with the Time/Leave Administrator when an LOA Action is 

entered. Time/Leave Administration is responsible for the tracking of FMLA 

eligibility and number of hours that the employee has used related to FMLA.  

When the FMLA event is entered into the FMLA Workbench by Time/Leave, 

the Workbench automatically checks an employee's eligibility for FMLA. 

Based on OSP policy, an employee's eligibility is related to his or her length 

of total State Service and hours worked during the previous 12 months.

After an employee has exhausted all of his or her leave entitlement, the 

FMLA Workbench will also manage the employee‘s eligibility for subsequent 

leave entitlements.

Intermittent FMLA

If an employee is absent intermittently on FMLA, you do not execute a LOA 

Action.  In that case, the Time Administrator enters the FMLA event using 

PTFMLA. The Leave Administrator tracks absences associated with the 

FMLA event.
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It is very important to choose the correct reason associated with each 

LOA. The PA_Actions- Reasons -Definitions job aid, located on BEACON 

University, contains a detailed explanation of each reason for LOA. Use 

the following path to locate the job aid:

Human Resources > Personnel Administration > Job Aids > PA_Actions-

Reasons –Definitions.
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LOA is used to track various activities regarding an employee‘s leave of 

absence.  As a result, you may need to make more than one entry for the 

Action (along with the associated reason) when an employee is on LOA 

(refer to the LOA Quick Reference New Process job aid online at BEACON 

University).  In OSC HR/Payroll you will now have a complete history of the 

activity for a particular LOA (because of the various entries) whereas in the 

previous system, there was only one entry.  Comments can be entered 

during the Action on many of the infotypes (for example 0000, 0019, 2001).  

Also, you can run reports based on reasons.  Take, for example, an SAP

employee who is going on an 18-month military leave.  At the end of his or 

her orders, the employee volunteers for an additional six months.  In OSC 

HR/Payroll, four LOA entries, with applicable reasons, would be required to 

record the leave history:

1. LOA Action – reason-use either: Reserve Active Duty (Leave) or 

Reserve Active Duty (Lump Sum)—depending upon whether or not the 

employee will use leave or will be paid for leave prior to the 30 days paid 

by the State.

2. LOA  Action - reason: Reserve Active Duty (30 days).

3. LOA Action – reason: Reserve Active Duty (entered on the 31st day of 

duty).

4. LOA Action – reason: Extended Military (entered after the employee‘s 

original orders were completed and the employee volunteered for 

additional duty)--granted for all uniformed service duty that is not 

covered by military leave with pay as defined by policy for active/inactive 

duty training, physical exams, and reserve active duty.
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All Leave of Absence Actions must be initiated using transaction code 

ZPAA076.

As indicated in PA310 Create and Maintain Employee Data, transaction 

code ZPAA076 is the OSC HR/Payroll SAP electronic approval 

process, referred to as Workflow (WF).

On the initial Employee Action Request screen enter the applicable 

data.  After the Action type and Reason is entered, the second 

Employee Action Request screen is displayed.  This screen has two 

columns.  The left column displays the current status of the employee.  

On the right, enter the salary information.

When you initiate Workflow, you will receive a Personnel Change 
Request (PCR) number.  Be sure to make a record of the PCR number 
so that you can track it.

After all the data is entered and WF is initiated, OSC HR/Payroll SAP 
sends the request to the appropriate Approver who can approve or 
reject the request (there may be more than one level of approval).
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The second part of the Workflow is to see if your Workflow item has 

been approved or rejected.  Go into the SAP Business Workplace from 

the Easy Access screen.

From the Business Workplace screen, click Inbox > Workflow.  All the 

approved or rejected PCRs that you have initiated are listed on the 

right.  Double-click the approved PCR and the applicable screen 

automatically displays for the Action.  You are now ready to execute 

the appropriate Action.  

Workflow is always the first step before you initiate an Action.  You do 

not use Workflow for PA 30 transactions.  If you are ever in doubt 

whether Workflow is needed, access the Personnel Actions screen 

using PA40.  If the Action is on the list, it must be processed through 

Workflow.  If you attempt to bypass Workflow for an Action, you will 

receive the error message below and not be allowed to continue.
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When you create an Action (such as LOA) OSC HR/Payroll presents 

the applicable infotypes. The LOA infotypes are listed above and 

discussed on subsequent pages. You may or may not need to enter 

data in all of them, depending upon the circumstances of the leave 

you are processing. 

As indicated in previous courses, you should always save a pre-

populated infotype that is part of an Action, even if you do not enter or 

change the data.
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The Actions 0000 infotype indicates the events that occurred on the 

employee‘s personnel record. The infotype shows the employment 

status (Active, Inactive, Withdrawn). Time, Payroll and Benefits use 

information from IT000.

The information on this infotype should pre-populate based on the data 

you entered when initiating Workflow ZPAA076. Save the infotype.
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Organizational Assignment 0001

Save the infotype.

Time, Payroll and Benefits pull information from Organizational

Assignment IT0001. All of the fields on this infotype defau lt from the 

position assigned to the employee. 

The Contract field is only used for LOA for Short-Term Disability 

(discussed in PA370 Short Term Disability). For example, if the leave 

is for Short-Term Disability, it is necessary to use the Contract field to 

indicate that the employee has fewer than five years of service for 

retirement. This determines if the health insurance will be paid partially 

by the State or solely by the employee. For STD LOA, if the employee 

has five or more years of service for retirement, leave the field blank. 
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Monitoring of Tasks 0019

This infotype is like a tickler file and is date-driven.  Select an 

applicable task type and enter a date that a task is due.

To keep track of the various tasks, run either the Date Monitoring 

report (S_PH0_48000450 in SAP or B0099 in BI) to view the various 

tasks due for a week.  If the task is completed prior to the due date, it 

will still display on the reports unless you delimit the Monitoring of 

Tasks infotype. 
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Objects on Loan 0040

Either skip or delimit depending upon whether or not (1) your agency 

uses this infotype (2) your agency requires employees to return items 

while out on leave, or (3) the employee returned items if required to do 

so.
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Planned Working Time  0007

All full-time employees must be on a 5 day 8 hour per day work schedule. 

The easiest way to accomplish this is to use D01N08GN. Part-time 

employees can be kept on their applicable part-time schedule.

All employees, whether full-time or part-time, must be positive time 

recording. 

When you reinstate an employee, the 0007 infotype displays as part of the 

Reinstatement Action as well. You will at that time assign the employee to 

the applicable full-time or part-time work schedule, and also change the 

Time Mgmt Status field back to negative time if the employee was 

negative time prior to LOA.

V1_121009



Notes:

PA420 - Leave of Absence

Page 27V1_121009

Subtypes for Absences

Use the applicable leave type to indicate if the employee is to receive pay 

and if so from which type. Another option is to indicate that the employee is 

not to accrue leave or longevity while on unpaid leave. The codes are 

selected as follows:

• If the employee has requested to use leave while on LOA, select the 

appropriate type from the list.

• If the employee is on unpaid leave and the employee‘s longevity or 

leave balances are to be stopped, select code 9400 (not applicable 

for Military and Workers Comp leave).

• If the employee is not using leave and code 9400 is not applicable, 

click the X to close.

Codes

It is important to select the code that corresponds to the Reason selected for 

the LOA Action. For example:

• 9620 – used when placing the employee on LOA Action with a 

Reason of Extended Military 

• 9630 –used when placing the employee on LOA Action with a 

Reason of Reserve Active Duty (30 days)

• 9680 – used when employee has returned to work from WC but 

needs to see doctor or go to rehab related to injury on job

• 9685 – used when placing the employee on LOA Action with a 

Reason of Injury Leave
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Absences 2001

The Absences infotype only displays if you selected a leave type from the 

subtype for Absences pop-up (see previous page).

The Absences infotype (2001) indicates the number of hours the employee 

wants to use for leave and deducts from the leave quotas as applicable. If 

the employee is not supposed to accrue leave or longevity while on unpaid 

leave, IT2001 with code 9400 should be entered (see State policy regarding 

accrual and longevity exceptions for Workers‘ Comp, law enforcement and 

military leave). The hours that default are based on IT0007-Planning 

Working Time and the dates that are used on the infotype:

• The ―start‖ date should automatically pre-populate based on the 

effective date of the LOA Action.

• Enter the ―to‖ date to reflect the number of hours of leave the 

employee wants to use (or for code 9400 if unpaid leave). Never enter 

12/31/9999 as the ―to‖ date.

NOTE: An agency can make an agency-wide (not individual user) decision 

that LOA leave can either be entered on a timesheet by the Time 

Administrator or by HR on IT2001. The agency must be consistent across 

all employees for the entire agency. Because OSC HR/Payroll is integrated, 

if the hours are entered on the Absences infotype 2001, they are processed 

during the next time evaluation.  A time sheet should not be created. 
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If the employee is using leave during a time that includes a holiday, 

additional 2001 infotypes will be necessary to allow the employee to 

take holiday leave.  The additional 2001 records are created in 

transaction PA30.  For example, assume an employee is going out on 

military leave on December 18 and wants to exhaust 160 hours 

vacation prior to beginning the military 30 days.  In this scenario, there 

are two holiday periods (12/24 – 12/26 and 1/1/2008). Your entries 

would be as follows:

1. During the LOA Action, on the Absences (2001) infotype, you will 

enter the dates for the leave to be exhausted up to the holiday 

period in the Start and To fields:

Start: 12/18/2007        To: 12/23/2007  (32 hours leave)

By entering the dates above, the system calculates that four 

working days fall within the date range. The D01N08GN work 

schedule on IT0007 that was created issues a 5 X 8 work 

schedule for the employee; therefore, 32 hours default into the 

Absence hours field.

2. Create a PA30 to enter the first holiday period, infotype 2001, 

subtype 9300:

Start: 12/24/2007        To: 12/26/2007 (24 hours holiday)

PA420 - Leave of Absence
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3. Create a PA30 to enter the next leave period up to the next holiday, 

infotype 2001, subtype 9000:

Start: 12/27/2007         To: 12/31/2007 (24 hours leave)

4.  Create a PA30 to enter the next holiday period, infotype 2001, 

subtype 9300:

Start: 01/01/2008       To: 01/01/2008 (eight hours holiday)

5.  Create a PA30 to enter the remaining leave, in this case 104 hours, 

infotype 2001, subtype 900:

Start: 01/02/2008         To: 01/20/2008 (104 hours leave)

By entering the data on the Absences infotype as explained in this 

manner, it is not necessary for a separate time sheet to be entered for the 

employee. If data is not entered on this infotype (nor a timesheet), the 

employee is on leave without pay.

Using leave accrued while out on leave:  If an employee wants to use 

the time that was accrued while he or she was out on paid leave, you will 

have to create a new PA30 IT2001 in order to enter the new leave time. 

For example: An employee has 160 hours of approved leave. When the 

employee goes out on LOA, he/she wants to use the 160, plus the hours 

that are accruing while on leave. In this case, you would enter the 160 

hours on infotype 2001 during the Action. After the employee has accrued 

the additional hours, you would create a PA30 for another 2001 to exhaust 

the additional leave.
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Subtypes for Time Quota Compensation

An employee can only request a lump sum (one time) payment of leave 

during a Military LOA or Short-Term Disability LOA.

Select the applicable leave type if the employee has requested a lump 

sum (one time) payment of leave instead of receiving it via regular pay 

disbursement. The employee cannot request leave both via regular pay 

disbursement (entered by HR on IT2001) and lump sum payment at the 

same time.
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Time Quota Compensation 0416

This infotype only displays if you selected a leave category from the 

subtypes popup (see previous page). If you did make a selection on the 

subtypes popup, that leave type pre-populates on the Time Quota 

Compensation infotype.

The date defaults from the Action. Do not change the date on this 

infotype (like you do in a Separation or Separation Pay Continuation).

The number of hours that the employee is entitled to for that leave type 

category defaults in the Rem. Column. That is why it is critical to ensure 

that all time has been entered, approved, released and that time 

evaluation has run before entering the LOA Action.

Multiple Leave Types

If the employee has indicated a request for lump sum payment and has 

more than one type to be paid, you must use PA30 after you complete the 

LOA Action to select and enter the additional subtypes for IT0416.

PA420 - Leave of Absence

V1_121009



Notes:

PA 310 – Create and Maintain Employee Data

V1_121009 Page 33

The Employee Overview screen is a ―snapshot‖ of an employee‘s 

information. 

The transaction is initiated by entering data to define who and what time 

frame an HR user needs to view a particular employee‘s information.

1. Enter ZEMP in the Command field on the Easy Access screen 

and press the Enter key or click the green check ball.

2. Enter an Employee ID.

3. The current date defaults into the Selection Date field.  You have the 

option to enter any date that the employee has data in the system.  If 

you enter a date that is not valid, you receive the message ‗No 

Information for the date Entered‘.  If you are not authorized, you will 

receive a message indicating that you do not have authorization.

4. Click the Execute button to perform the transaction.
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The EE Infotype Overview is a transaction screen that lists all active 

infotypes for an employee during a specified period of time.

Enter the Transaction Code PC00_M02_LINF0 in the Command field 

and press or click Enter.  Make the necessary selections (personnel 

number and validity dates).  Click ―execute.‖

You can expand or collapse any and all of the infotypes. 

To see the detail of a specific infotype (e.g. IT0001), double-click the 

infotype or select it and click at the top of the screen. The system will 

display the detail screen (same as PA20 – Display Master Data).  You 

may click the green back arrow to return to the EE Infotype Overview 

screen.
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Use the data assigned in the Exercise Guide to complete the 

exercise. Use eAssistant for step-by-step instructions.
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It is important to understand the various reasons associated with 

military LOA:

Reserve Active Duty (Leave) – the employee wants to use leave 

while on military LOA. According to policy, this must be used prior to 

the 30 days for which the State pays.

Reserve Active Duty (30 days) – the State pays for 30 days when 

the employee receives orders.

Reserve Active Duty – the employee has completed the 30 days for 

which the State is paying.

Reserve Active Duty (Lump Sum) – the employee has requested to 

receive a one-time lump sum payment for leave used. Employee 

must choose either lump sum or leave, not both at the same time.

Reserve Active Duty Extended - Granted for all uniformed service 

duty that is not covered by military leave with pay as defined by 

policy for active/inactive duty training, physical exams, and reserve 

active duty.
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Observe that some Worker‘s Compensation reasons are specific to a 

particular category of employee. For example:

• W/C LEO Continuation Pay is only used when a bonafide law 

enforcement officer (not just a law enforcement employee) is 

injured and being placed on pay continuation. The law 

enforcement officer is entitled to two years of pay continuation 

before going out on Worker‘s Comp.

• WC Correctional Officer (Custody) is only used for correctional 

officers who are going out on Worker‘s Comp.

It should be noted that Injury Leave is a reason for LOA and is part of 

a Worker‘s Comp case. Enter the LOA for Injury Leave first, and, 

when necessary, enter a second LOA for Worker‘s Comp. Injury 

Leave is used as a reason in very specific circumstances: 

• An employee is injured by a direct and deliberate act of an 

offender/inmate supervised by Department of Correction, or an 

employee (teacher) in any educational institution supported by 

and under the control of the State, see GS 115C-338 for details. 
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When the 7 days are consecutive

The day the injury occurred is not counted as part of the 7-day waiting 

period. You may or may not include the weekends (see Weekend 

section below). 

When the 7 days are not consecutive

If an employee takes the 7 days waiting period in non-consecutive 

days, you will enter several LOA Actions.  See the explanation in the 

Exercise Guide on how to process the 7-day waiting period when it is 

used in non-consecutive days.

When to include weekends

If the doctor‘s note takes the employee out on Friday and indicates the 

employee can return on Monday, you would count the weekend as part 

of the 7-day waiting period.  However, if the employee gets hurt early 

in the week, but is back at work on Friday, then out again on Monday, 

you would not count the weekend. 

On the 8th day

If the employee is still out after the 7-day waiting period, you will create 

a new LOA Action on the 8th day using the applicable WC reason.
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Differential pay:  If an employee is eligible for differential pay, it is 

paid through Payroll (not by Accounts Payable).  Therefore, you must 

coordinate with your Agency Payroll Office to ensure that you send 

them the appropriate paperwork so the employee is paid his or her 

differential while out on military leave.

Processing LOA military 30 days when employee also wants to 

use leave:  According to the State Personnel Manual, you should 

enter the military 30 days (LOA – reason: 09 – Military Active Duty [30 

days] after you enter the hours the employee wants to use for leave 

(LOA – reason: 10 – Reserve Active Duty [Leave]) . Failure to create 

the LOA, Military Active Duty (30 days) with the accompanying 

IT2001 results in the employee not receiving the military pay.
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The Date Monitoring Report can be run from the SAP Easy Access 

screen via the following menu:

Select SAP menu > Human Resources > Personnel Management > 

Administration > Infosystem > Reports > Employee > Date Monitoring 

(S_PH0_48000450).

In addition, you can run a report on due tasks in BI. The report, 

B0099 – Employee Deadline Dates (illustrated below).
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Date Specifications infotype when you are reinstating LOA 

employee. Observe that when you return an employee from LOA, on the 

Date Specifications infotype (0041), the agency date automatically 

populates to the date of the Action.  Review the Agency date and adjust it 

per your Agency‘s process. With the exception of Judicial and Lottery, 

longevity is not associated with IT0041.
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Use the above method to reinstate a full-time employee from Worker‘s 

Comp trial rehab who is working less than 40 hours per week. Using this 

method allows the employee‘s benefits to be kept whole, whereas 

changing the employee to part-time impacts benefits.

Reinstate an FT employee from WC trial rehab working less than 40 

hours:

1. Enter a Reinstatement Action with WC Trial Rehab as the reason 

on the appropriate effective date. 

2. During the Action when IT0007 displays, the information should 

default from the LOA Action (D01N08GN and positive time).

3. The Leave Administrator will need to adjust holiday quotas as 

required. 

4. The employee will enter time worked  (code 9500) on a timesheet 

and appropriate time off codes (9400 or 9680).

5. A best practice is to enter IT0019 via PA30 to set a reminder to 

keep track of the employee and create a new Action when he or 

she returns to full-time.
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The new Action is needed because you need to indicate the new 

reason (WC complete).
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Although this course is focused on the Personnel Administration aspect 

of LOA, it is important to understand how LOA affects benefits.
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There are several roles involved when an employee goes out on LOA as 

outlined below. 

Personnel Administrator

– Enter the LOA Action as soon as the employee goes out on leave. 

– Maintain IT2001.

Benefits Representative

– Counsel employees on their benefit plans.

– Provide employee with the OSC HR/Payroll LOA (ZBNS008) or a similar 

letter.

– Instruct employee to pay NC Flex vendors directly to continue benefits 

while on an unpaid LOA.

– Instruct employee to pay BEST to continue SHP benefit when 

applicable.

Employee

– Send agency specific benefit premiums.

– Send premium payments directly to NC Flex vendors to continue plans.

– Send premium payments directly to BEST for SHP to continue.

– Reenroll in benefit plans within 30 days from return date.

BEST

– Delimit NC Flex plans when LOA without pay begins.

– Delimit SHP when premium payments are not paid.

– Monitor reinstatement enrollments to ensure employees are reenrolled 

into appropriate plans.
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As long as the employee is using leave (which does not include receiving 

Short-Term Disability nor Worker‘s Comp benefits or Workers Comp using 

supplemental leave), the employee‘s NC Flex and State Health Plan 

benefits will continue as usual. Deductions for Agency specific benefits 

will continue unless the Agency delimits (puts an end date) on those 

plans.
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Note that an employee who is receiving Short Term Disability or Worker‘s 

Comp benefits is considered to be on leave without pay. That is because 

their benefit payments are not being made via OSC HR/Payroll.

When on unpaid leave, employees must be responsible for paying NC 

Flex vendors directly.
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There are certain types of leave (listed above) that entitles the employee 

to have the employer contribution to continue for State Health Plan (SHP). 

Otherwise, the employee must be responsible for both employer and 

employee contribution when on unpaid leave.

The premium for State Health Plan will be deducted from the STD benefit 

on an after-tax basis. NOTE: SHP is the only premium deducted from the 

STD benefit.
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1. Open a new internet browser and type the url:

http://rod.sumtotalsystems.com/beacon

2. At the Log On screen, enter your full email address and password. 

If you cannot log into LMS, let the instructor know. The instructor 

can reset your password if you have forgotten it.

3. Click Logon.

4. On the blue horizontal bar near the top of your screen, click Learn, 

and then click Learning Activity Evaluations.

5. Locate the evaluation that corresponds to the class you‘ve just 

completed and click the Start button to launch it.

6. Complete the evaluation.
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Continue to monitor updates on the BEACON University website for 

information regarding any future training that you are scheduled to 

attend.

Keep your training materials close by as a ready reference.

Want to practice what you have learned from your desk?

• Follow the link provided above to access the training client on 

the OSC HR/Payroll website.  The training client is number 

899.  Your current NCID user name and password are used to 

access the practice environment.

Need transactional assistance? 

• Remember to access OSC HR/Payroll help when you need 

assistance in completing transactions. As stated above, the 

work instructions can be accessed either on line or by clicking 

on BEACON Help from within an SAP transaction.
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